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Introduction

This DMDC LMS User Guide contains information on how to use the DMDC
Learning Site for DMDC W eb-based Training Certification and Learning Center
courses. This manual also contains information on how to use the DMDC Learning
Site with the new User Interface (Ul).

Verifying Your Workstation Settings

Verifying Your Workstation Settings on a RAPIDS Workstation
W orkstation settings for a RAPIDS workstation cannot be altered by RAPIDS VO/SSM
users. If you are experiencing technical issues with the DMDC

Learning site using a RAPIDS workstation, please call the DSC User Helpdesk
for assistance.

Verifying Your Workstation Settings on a Local Workstation
When accessing the DMDC Learning site on your local workstation, you should
verify that you have the proper workstation settings appropriately set. Verifying
your workstation settings includes;

1. Clearing Temporary Internet Files,

Verifying the appropriate Flash Player version is installed,

Enabling Compatibility View settings for certain versions of Internet

Explorer

Ensuring the DMDC LMS is a Trusted Site for your workstation,

Disabling Pop-up Blockers,

Ensuring the proper screen resolution settings, and

Removing any Extraneous Certificates to avoid complications when accessing the
DMDC Learning site and loading courses.

wn

No oA

Please note - if you are unable to complete any of the steps below via your workstation, it
may be that you need assistance from your local Network Administrator in order to change
settings. If you cannot change your settings, please contact your Network Administrator.
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Clear Temporary Internet Files

1. From the Internet Explorer (IE) browser menu, select Tools > Internet

Options.

EBX

B8 & -Brellg -
Delete Browsing History...

Paop-up Blocker 3
Phishing Filter 3
Manage Add-ons 3

Work Offline

Windows Update

Full Screen F11
Menu Bar

Toolbars 2

Windows Messenger
Diagnose Connection Problems.. .

Internet Options

Figure 1 - Microsoft Explorer Internet Options Tab

2. In the General tab of the Internet Options window, under Browsing History,

click Settings.

Note: This screen will display differently depending on what version of Internet
Explorer is on your workstation,

vecurity | Privacy I Content ] Connections | Programs | Advanced I
Home page
/? To create home page tabs, type each address on its own line.
€} ;J
=
Use current Use default Use blank |
Browsing history

‘ Delete temporary files, history, cookies, saved passwords,
¥} and web form information.

Delete... Settings |

Search

p Change search defaults. Settings |

Tabs
Change how webpages are displayed in Settings |
=1 tabs.
Appearance

Colors Languages I Fonts I Accessibility l

o O

Figure 2 - Internet Options Window
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3. Verify that your browser is checking for new versions of stored pages.

a) Confirm Every visit to the page is selected.

b) Click OK.

Temporary Internet Files and History Settings @

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for Faster viewing later.

Check Far newer versinns of skared nages:

(3) Every time I visit the webpage
O Every time I start Internet Explorer
() Automatically

() Never

Disk space to use (8 - 1024MB): ‘?
(Recommended: 50 - 250MB) L

Current location:

C:\Documents and Settingsilslam\Local Settings) Temporary
Internet Files,

[ Move folder, .. ] [ View objects ] [ Yiew files ]

History

Specify how many days Internet Explorer should save the list
of websites yvou have visited.

Davys to keep pages in history: l 20- |8 E

e |

[ OK ] [ Cancel ]

Figure 3 - Settings Window under Temporary Internet Files
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4. Verify that temporary internet files are cleared.

a) Inthe General tab of the Internet Options window, under Browsing
History, click Delete

b) Click on Delete files under Temporary Internet Files

c) Click on Delete cookies under Cookies.

Delete Browsing History

Delete this type of Information

Temporary Internet Files

Copies of webpages, images, and media [l Delete files. .. l]
that are saved for faster viewing.

Cookies

Files stored on your computer b\_y websites [’ Delete cookies. .. ]]
to save preferences such as login

information.

History
List of websites you have visited, ’ Delete history... ]

Form data

Saved information that you have typedinto Delets forms. .. ]
forms.

Passwords

Passwords that are automatically filed in ’Delete passwords. .. ]
when you log on to a website you've
previously visited,

About deleting brawsing history ’ Delete all ] ’ Close ]

Figure 4 - Internet Options Window

If you need assistancewith your Temporary Internet
Files Settings, please contact your local Network

Administrator.
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Verify the Proper Flash Player Version is Installed

1. Verify that you have Flash Version 7 or higher installed.
a) Browse to: www.adobe.com/software/flash/about

b) Confirm Your Player Version is 7 or higher.

i Favorites |95 |+ | @ ATLAS Pro Y Adobe - Flash... 55 & ACD

| dae

Products Solutions Leamning Help Downloads Company Store

MyAdobe My orders & Mycart Signin @

Adobe Flash Player

Get you r FREE . FLASH PLAYER HOME

PRODUCT INFORMATION

ouc;a/, \ Pc Health ChECk Features

Security and privacy

Statistics

ot ' In just minutes you'll know exactly what is slowing your PC down.

You'll get a customized report detailing all your computer’s errors, () |O|O Seye o

. 1 technologier®
plus how to fix them! System Checkup~  [RCIGCLL

Settings Manager
v 4 ADOBE"AIR" "M Player Support Center

FLASH-POWERED CONTENT

Adobe Flash Player is the standard for delivering high-impact, rich Web content. Version Information Site of the Day

Designs, animation, and application user interfaces are deployed immediately across e T veraki Showcase

all browsers and platforms, attracting and engaging users with a rich Web experience. 10,3,181,26 installed Games
Animation

The table below contains the latest Flash Player version information. Adobe
recommends that all Flash Player users upgrade to the most recent version of the
player through the Player Download Center to take advantage of security updates

Platform Browser Player version
Windows Internet Explorer (and other browsers that support Internet Explorer ActiveX controls and plug-ins) 11.1.102.55
Windows Firefox, Mozilla, Netscape, Opera (and other plugin-based browsers) 11.1.102.55
Macintosh - 0S X Firefox, Opera, Safari 11.1.102.55
Linux Mozilla, Firefox, SeaMonkey 11.1.102.55
Windows Chrome 11.1.102.55
Macintosh - 0S X Chrome 11.1.102.58

Figure 5 — Adobe Flash Version Test

If you do not have Flash Player Version 7 or higher
installed, please contact your local Network
Administrator.
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Enable Compatibility View Settings

1. From within Internet Explorer (IE) press the ALT key (on the keyboard).
2. Select Help > About Internet Explorer.

Note: If you are using Internet Explorer 7, proceed to the next section Trusted Sites List.

3. From the IE browser menu, select Tools > Compatibility View Settings.
4. Click in the text field titled “Add this website” and type in the URL in the image below.

Comprony ver e =

l:ﬁ You can add and remove websites to be displayed in
rﬂ Compatibility View,

Add this website:
https://=.dmdc. osd. mil Add

Websites you've added to Compatibility View:

[] tndude updated website lists from Microsoft
Display intranet sites in Compatibility View
[ Display all websites in Compatibility View

Close

Figure 6 - Microsoft Explorer Internet Compatibility View Settings

5. Click on Add.
6. Click on Close.

If you need assistancewith your Compatibility View
settings, please contact your local Network
Administrator.

DMDC LMS User Guide @ DSC: 800-372-7437

March 2016 U

UNCLASSIFIED
Page 9 of 50




Ensure DMDC LMS is a Trusted Site

1. From the Internet Explorer (IE) browser menu, select Tools > Internet Options.

CEX

‘?;‘| |p-

BB ® Rr|ig -

Delete Browsing History, ..

Pop-up Blocker 3
Phishing Filker »
Manage Add-ons »

wiork OFfline

Windows Update

Full Screen F11
IMenu Bar

Toolbars 3

Windows Messenger

Disgnose Connection Problams,..

Inkernet Options

Figure 7 - Microsoft Explorer Internet Options Tab
2. Verify the DMDC Learning Site is listed as a Trusted Site on your
workstation’s browser.
a) Click the Security tab in the Internet Options window.
21|

Gener| ISecurity | Fivacy I Conbentl Connections | Programsl Advancedl

Home page
(? To create home page tabs, type each address on its own line.
e =
2]
Use current Use default | Use blank |
Browsing history

| Delete temporary files, history, cookies, saved passwords,
") and web form information.

Delete... I Settings |

Search

p Change search defaults. Settings |

Tabs
Change how webpages are displayed in Settings |
i 1 tabs.
Appearance

Colors Languages | Fonts I Accessibility I

OK | Cancel I Apply, I

Figure 8 - Internet Options Window
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b) Click on the Trusted Sites icon

c) Click on Sites to open the Trusted Sites window.

Dptions el
Gener, | Security I Pri\facyl Content I Connections I Programs I Advanced I
Select a Web content zone to specify its securty settings.
® < 0 @
Intemet Local intranet LT Restricted
sites

Trusted sites

This zone contains Web sites that you
trust not to damage your computer or
data.

Sites...

— Security level for this zone
Mowe the slider to set the securty level for this zone.
- - Low
- Minimal safeguards and waming prompts are provided
- Most content is downloaded and run without prompts
- All active content can run
- Appropriate for sites that you absolutely trust

Custom Lewvel... I Drefault Lewvel I

ok | Cancel | cppl |

Figure 9 - Internet Options Trusted Sites Icon

3. If the DMDC Learning website is not listed under “W eb sites:” within the

Trusted Sites window, add the site to the Trusted Sites List.

a) Click in the text field titled “Add this Web site”to the zone and type in the

URL in the image below.
b) Click on Add to add the DMDC Learning Site as a trusted site.

Trusted sites 2=l

‘You can add and remove Web sites from this zone. All Web sites
in this zone will use the zone's security settings.

Add thiz Weh site tn the 7ane:

| https: /=.dmdc. osd.mil | Add

Remove |

Web sites:

¥ Require server verification (https:) for all sites in this zone

OK Cancel

Figure 10 - Trusted Sites Window
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4. Verify the DMDC Learning Site is in “Web sites” list and then click OK.

You can add and remove Web sites from this zone. All Web sites
in this zone will use the zone's security settings.

Add this Web site to the zone:

Wilah citacs

‘ https://*.dmdc.osd.mil/ Remaone |

¥ Require server verification (https:) for all sites in this zone

oK | Cancel

Figure 11 - Trusted Sites Window

If you need assistancewith your Trusted Sites List
settings, please contact your local Network Administrator.
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Disable Pop-up Blocker

If you are unable to open Course or Curriculum Completion Notices, your
browser’s Pop-up Blocker may be enabled. Please follow the steps below to
disable your Pop-up Blocker.

1. Verify that your workstation’s Pop-up Blocker is turned off.

a) From the Internet Explorer (IE) browser menu, select Tools > Internet
Options> Privacy

b) Ensure that Turn on Pop-up Blocker is unchecked

General | Securky| Privacy [Content | Connections  Programs | Advanced

Settings
L Select 8 setting for the Internet 200e.

Medium

- Blocks third-party cockies that do not have a compact

privacy polkcy

- Blocks third-party cookies that save information that can
(e | be used to contact you without your explck consent

= Restricts first-party cookies that save information that

can be used to contact you without your imphcit consent

I Sites. 1[ import ]i Advanced ]
Pop-up Blocker
G‘ mﬂr::q pop-up windows from

[] Turn on Pop-up Blocker

(o
Figure 12 - Pop-up Blocker Settings

Note: If you are unable to disable the Pop-up Blocker due to insufficient
privileges on your workstation, please contact your local system
administrator for assistance

If you need assistancewith your Pop-up Blocker settings,
please contact your local Network Administrator.
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Ensure the Proper Screen Resolution

DMDC web-based training courses are designed for 1024 x 768 screen resolutions
or higher. If you have trouble viewing courses and find that course pages, graphics,
and animations are cut off the screen; try changing your screen resolution. Follow
the steps below to change screen resolution to 1024 x 768 or higher.

1. From the Start menu, go to the Settings tab and click on Control Panel.

m Programs g

<y Documents g

, B Control Panel

. & Network Connections
2y Printers and Faxes
Help and Support a Taskbar and Start Menu

ye
L?)
#=] Run...
©
tart

Search

Shut Down...

Figure 13 — Windows Control Panel

2. When in the Control Panel, open the Display icon.

Display
DMDC LMS User Guide @ DSC: 800-372-7437
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3. Inthe Display Properties window, click on the Settings tab and adjust the
resolution to 1024 by 768 pixels or higher. Click Apply and then OK.

21 x|

Them&al Desltop I Screen Saverl Appearance Seftings |

Drag the monitor icons to match the physical amangement of your monitors.

Dizplay:
[ 1. (Mutiple Monitors) on ATI Mobiity Radeon HD 3400 Series |
Screen resolution ———— || Color quality
less  — b Mo || o =
1024 by 768 pixels Bl BE B |

ZE (M5 AEVIZE A% CrE @rmary o,
¥ | Extend my windows deskiop anta this momitar,

identfy | Troubleshoot... |  Advanced |

ok | cancel | mopy |

Figure 14 — Screen Resolution Display Properties

If you need assistance changing your Screen Resolution,
please contact your local Network Administrator.
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Remove Extraneous Certificates

1. From the Internet Explorer (IE) browser menu, select Tools > Internet

Options.

S(=1E9

)% | 2]

B0 &-Freld -

Delete Browsing Hiskory ...

Pop-up Blocker 3
Phishing Filter 3
Manage Add-ons 3

Wark Offline

windows Update

Full Screen F11
Menu Bar

Toolbars »

Windows Messenger
Diagnose Connection Problems. ..

Internet Cptions

Figure 15 - Microsoft Explorer Internet Options Tab

2. Inthe Content tab of the Internet Options window, under Certificates, click Clear SSL

State.

Internet Opticns lilé.l

|General ISecurity | Privacy | Content | Zopnections | Programs | Advanced|

Content Advisor

Q‘l Ratings help you control the Internet content that can be
viewed on this computer,

'.5' Enable... Settings

Certificates
Use certificates for encrypted connections and identification.
f
[ Clear 551 state Certificates ] [ Publishers ]
AutoComplete

:% AutoComplete stores previous entries

on webpages and suggests matches
for you.

Feeds and Web Slices

E Feeds and Web Slices provide updated
R

E content from websites that can be
read in Internet Explorer and other
programs.

’ 0K ” Cancel ] Apply

Figure 16 - Internet Options Window
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3. Click Certificates, under Certificates, select the Intermediate Certification Authorities tab.
4. Select each certificate and click Remove for any of the certificates listed below.

Issued To Issued By

Common Policy Common Policy

DoD Interoperability Root CA 1 Sha-1 Federal Root CA

DoD Root CA 2 DoD Interoperability Root CA 1
Entrust Common Policy

Sha-1 Federal Root CA Common Policy

5. Click Close when all extraneous certificates are removed.

If you need assistance removing Extraneous Certificates,
please contact your local Network Administrator.
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Accessing the DMDC Learning Site

Accessing the DMDC Learning Site from a RAPIDS Workstation

1. Browse to http://learning.dmdc.osd.mil.

a) Double-click the DMDC Learning shortcut on the RAPIDS workstation
desktop.

Note: This is the recommended method to access the DMDC Learning Site from
a RAPIDS workstation. If you access the site using the alternative methods, such
as those listed below, you may experience technical difficulties with the site due
to zone security settings associated with pop-up windows.

u—"’
RAPIDS

VP Client

Figure 17 - Accessing the DMDC Learning Site from RAPIDS workstation
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b) OR select Training Resources > Learning Aids from the Help drop
down menu in the RAPIDS menu bar.

< RAPIDS - 7.4.1.3.0
File Edit Vie: 5

D@ OWHT % @5 bele Puiznh

Reports  Tools Window HEElS

: Training Resources b Learning Aids
‘Web Resources » VOIS
Message of the Day
Privacy Act
What's New
oftware Updates
About RAPIDS

Figure 18 - RAPIDS Help Menu > Training Resources

c) OR select Web Resources > RAPIDS Web-Based Certification
Training from the Help drop down menu in the RAPIDS menu bar.

= RAPIDS - 7.4.1.3.0
File Edit ‘i

1 ¥ Reports Tools ‘Window REI
DFodd i mBiLlabey "o
: Training Resources b

Web Resources Y Access Card Office
Message of the Day Army AKO Web Portal
CAC Inventory Logistics
CAC Issuance Portals
DMDC

Delta Dental

DoD Common Access Card
DoD Defense Link

DaD Military Health System
Humana

What's New
Software Updates

About RAPIDS

Information Assurance Support Environment
gisgean

Palmetto Government Benefits Administrators (PGBA) TRICARE
RAPIDS Web-Based Certification Training

Security Online

Social Security Administration

US Air Force DEERS/RAPIDS Operations
Uniformed Services Family Health Plan {(USFHP)
United Concordia

YO Information System

Veterans Affairs

Figure 19 - RAPIDS Help Menu > Web Resources
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Accessing the DMDC Learning Site from your Local Workstation

1. Launch Internet Explorer.

2. Type the DMDC Learning Site URL (http://learning.dmdc.osd.mil) into the
Address Bar and click Go.

/3 Google - Microsoft Internet Explorer I -8 x|
File Edit View Favorites Tools Help ’ "
= s N Wv\ ) | & ; Snaglt =1
e e e dgs| @ snagtt B 1
Addressl http://learning v .Go ’ﬁConvert v bjSelect
Web Ima3| 2 J iGoogle | Sign in =

Google Search l I'm Feeling Lucky I

Figure 20 - Internet Explorer Homepage

Note: Please manually type the site’s URL (http://learning.dmdc.osd.mil) into the
address bar to avoid not being able to access the learning site via one of the
other servers. Adding the DMDC Learning Site to your “Favorites” from the login
screen will only bookmark the server you are accessing at that time (i.e.
https://learningl.dmdc.osd.mil). Users are redirected to additional servers after
navigating to the learning site URL to help balance the traffic on each server.
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Logging into the DMDC Learning Site with your CAC

1. If you see a Security Alert when accessing the site, click Yes to proceed.

X|

rir“"l Infarmation you exchanage with this ste cannot be viewed or
?. changed by others. However, there is a problem with the site’s
: secunty certificate.

& The secunty certificate was issued by a company you have
not chosen to trust. View the certificate to determine whether
you want to trust the certifying authority.

a The securty cerificate date is valid.

a The secunty certificate has a valid name matching the name
of the page you are trying to view.

Do you want to proceed?

View Cerfficate

Figure 21 - Security Alert

2. Click Login using my CAC.

‘!@‘” SERVING THOSE WHO SERVE OUR COUNTRY

Login to DMDC Learning

Login using my CacC (for student on|

Login with your username and ssword (for

administrator only)

Help
Help Materials

System Capability Check

Welcome to DMDC Leaming‘!

You are accessing a U.S.Government (USG) information system (IS) that is provided for USG-authorized use only. By using this IS, you consent to the
following conditions:

o The USG routinely monitors communications occurring on this IS, and any device attached to this IS, for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network defense, quality control, and employee misconduct, law enforcement, and counterintelligence investigations.

e At any time, the USG may inspect and/or seize data stored on this IS and any device attached to this IS.

o Communications occurring on or data stored on this IS, or any device attached to this IS, are not private. They are subject to routine monitoring and search.

e Any communications occurring on or data stored on this IS, or any device attached to this IS, may be disclosed or used for any USG-authorized purpose.

e Security protections may be utilized on this IS to protect certain interests that are important to the USG. For example, passwords, access cards, encryption or biometric
access controls provide security for the benefit of the USG. These protections are not provided for your benefit or privacy and may be modified or eliminated at the USG's
discretion.

Use of this system constitutes consent to monitoring for all lawful purposes.

Figure 22 - DMDC Learning Site
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3. Click OK on the Client Authentication window.

Client Authentication i ;_V

~ Identification:
:"} The ‘Web site you want to view requestsidentification.
.

=8
X

Select the certificate to use when connecting.

JOHMN DOE 0000000000

More Info... ' Yiew Cértiﬁcate..;l

Figure 23 - Client Authentication window

4. Enter your CAC PIN in the ActivClient — Enter PIN window. If you have
already entered your PIN, this step will not be necessary.

5. Click OK in the ActivClient — Enter PIN window.

Login to DMDC Learning

ActivClient Login
Login using my Cac (for student

Login with your username and Activ.ldent.ity

administrator only) ActivClient
Help

Help Materials

System Capability Check

Please enter your PIN.

You are accessing a U.S.Government (US| g this IS, you consent to the
following conditions:

 The USG routinely monitors communications occurring on this IS, and any device attached to this IS, for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network defense, quality control, and employee mi 2 i

* Atany time, the USG may inspect and/or seize data stored on this IS and any device attached o this IS.

 Communications occurring on or data stored on this IS, or any device attached to this IS, are not private. They are subject to routine monitoring and search

 Any communications occurring on or data stored on this IS, or any device attached to this IS, may be disclosed or used for any USG-authorized purpose.

» Security protections may be utiized on this IS to protect certain interests that are important to the USG. For example, passwords, access cards, encryption or biometric
access controls provide security for the benefit of the USG. These protections are not provided for your benefit or privacy and may be modified or eliminated at the USG's
discretion

Use of this system constitutes consent to monitoring for all lawful purposes.

Figure 24 - ActivClient— Enter PIN window
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Accessing DMDC Learning Site Courses

There are two different types of courses to access on the DMDC Learning Site,
Certification courses and Learning Center courses.

Enrolling in a DMDC Web-Based Training (WBT) Certification

Before you can log into the DMDC Learning Site and take certification courses, you
must be assigned roles, for the application you plan to use in the DMDC Security
Online (SOL) website. Your roles are assigned by onsite security managers such as
SSMs and TASMs, or Service Project Officers (SPO) who assign roles to SSMs and
TASMs using SOL. If you do not have the required roles assigned in DMDC
Security Online prior to logging into the DMDC Learning Site, you will not be enrolled
in a certification. If this is the case, please contact the DMDC Training Helpdesk at
1.800.372.7437 to request assistance assigning roles. Once you have been
assigned roles for the application you plan to use, log into the DMDC Learning Site
and you will be prompted with the Acknowledge Enrollment page.

1. Click I Acknowledge to acknowledge the courses you are enrolled in.

come ot n oo o |

RFD CLCEOY Enrolled 02242012 B

" Show i

Enrolied Waitlisled Raguished Al

There i3 nd data 1o be dsplayed

Anmpuncements -

PO nEw announcements

Figure 25 - Student Acknowledge Enrollment
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After clicking the “I Acknowledge” button, you will be redirected to your Student
Homepage where you can launch and complete the required courses associated
with your certification. Continue to Launching a DMDC Learning Site Course for
further detalils.

Launching a DMDC Learning Site Course

Note: New application users are encouraged to skip the pretest in certification
courses so that they can learn the course material before being tested on it. Please
reference the section titled New Application Operators for information on how to
skip the pretest. Experienced application users may want to take the pretest giving
them the opportunity to test out of some or all of the content lessons in a course.
Please reference the section titled Experienced Application Operators for
information on how to take the pretest.
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1. Click the course title or the Launch Course button to launch the course

My Training =

Shown below are all learning#raining activities in which you are currently
enrolled, waitlisted, or awaiting approval of enroliment request. Click on the
button to launch the Course. You may also click the Title for Course
Information. Please maximize this gadget for more options related to
learningAraining activities.

Open My Training History
' Show Continuous Learning Courses (CLCs) ' Show Certification 2
Enrolled

CourselD  Title Primary Instructor

Figure 26 - Student Homepage with Enrolled Courses

2. A new course training window will launch and with a course loading message.

W ait for the course to load.

Please wait while we load the course settings

Figure 27 - Course Loading Screen
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3. Click Start to start the course.

RAPIDS 7 Basics for Verifying Officials

'Start ﬂ‘

[Expandd Tree] [Collapse Tree]

Help © Exit Course &

[+]

= dppp1o
C'welcome

el JCertiﬁ{:ati-:rn Exam: Pretest _
= JThe Basics I

Figure 28 - Course Welcome Screen

4. Click Yes if you receive the following dialog box.

Security Information ]

Thiz page containg both zecure and nonsecure
:J.

items.

Do pou want to dizplay the nonzecure items’?

[ es l[ Mo ] [ Moare Info

Figure 29 - Security Information Dialog Box
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Completing a Course

Navigation Tools

There are two levels of navigation. The top level allows you to move between
lessons, bookmark your page, and exit the course. The second level allows you to
control what is happening in the main content window.

RAPIDS 7 Basics for Verifying Officials and Site Security Managers”g —

@ Previous Lesson Next Lesson Suspend Lesson & Exit Course @

E dmodule 1 - The Basics B g

¢ Whatis DEERS/RAPIDS?
© Whatis the Personnel Ident

Figure 30 - Course Navigation Buttons

DMDC LMS User Guide @ DSC: 800-372-7437
March 2016 U

UNCLASSIFIED
Page 23 of 50




Review the following chart to learn how to navigate the course.

m Click the Next button in the upper right hand corner to
go to the next page in the lesson.

= The Next button will be disabled when you reach
the end of a lesson.

= The Next button is used to access the pages
within the lesson. At the end of the lesson click
the Next Lesson button in the upper left hand
corner

Click the Back button to go back to the previous page
in a lesson.

The Page Indicator tells you what page of the lesson
you are on and how many pages are in each lesson. If
you reach the last page, you must click the Next
Lesson button in the upper left hand corner to continue.

F~ @ Previous Lesson Click the Previous Lesson button to move to the
previous lesson.

NextLesson O Y Click the Next Lesson button to move to the next
lesson. You cannot move to the next lesson by
clicking the Next button.

F Hep O Click the Help button to access contact numbers and
user’s guides for the course.

Click the Suspend button if you want to bookmark your
current place in the training for easy access the next
" suspendLesson @\ |time you enter the course. Note that there is only one
bookmark stored at a time.

P~ Exit Course @ Click the Exit Course button to close the training
window and return to the DMDC window that launched
the training. Once you have completed your course,
you MUST click Exit Course in order to successfully
graduate the course.

F Resume O\ Click the Resume button to return to the set bookmark
the next time that you enter the course.
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Tracking Your Progress

As you complete the lessons, use the icons in the Table of Contents (located in the
left panel of the course page) to follow your progress:

RAPIDS 7 Basics for Verifyin

O Previous Lesson Next Lesson

=l JI'-.-11:r{Il.|Ie 1 - The Basics E
¥ Whatis DEERS /RAPIDS?

I what is the Personnel Ident
C'What are the User Roles?
C'Where Do | Go for Additional F

=l JI'-.-'Icr{IuI\e 2 - Using the Basic Fun
C'How Do 1 Log On/OHF and Lock

Figure 31 - Course Table of Contents

Icon Description
(—1 |Not started: The lesson has not been started.
O In progress: Some pages in the lesson have been viewed but it has not been
- completed. The icon will not become a checkmark until you have viewed all of
the pages in the lesson.
- Completed: The lesson was completed by reviewing all lesson pages.

Incorrect: The corresponding Certification Exam question was completed
incorrectly.

(]

Passed: The lesson is not required because the corresponding Pre-Test
guestion was answered correctly. Use the Next Lesson button to skip all
lessons not required.

If your course includes exams, once you complete an exam you will be
automatically advanced to the next exam. Once you complete the
Certification Exam: Pretest, you should select the Next Lesson button to
advance to the next required content lesson. If you want to review any lesson
that is not required, just select that active lesson title in the Table of Contents.
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Types of Questions in the Exams

In each exam, you will be presented with either a set of questions or a simulation of
the material in the course. To complete a set of questions, select the most correct
answer(s) for each question. Once you have answered all questions on a page,
select the Submit button on the bottom of the page to continue.

Exam question sets contain different question types including:

. Multiple Choice (single answer)

. Multiple Choice (more than one answer)
. Matching

. True of False

. Simulations

Multiple Choice (single answer)

To answer a multiple choice question with only one correct answer, select the most
correct response by clicking the appropriate radio button and selecting the Submit
button. An example of a multiple choice question with a single answer is shown
below.

Which of the following grows underground and is really a member of the pea
family, and not a tree nut?

e Pecans

£ Cashews

Q Peanuts

£ Chestnuts
DMDC LMS User Guide @ DSC: 800-372-7437
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Multiple Choice (more than one answer)

To answer a multiple choice question with more than one correct answer, select all of
the correct responses by clicking the appropriate check boxes and selecting the
Submit button. An example of a multiple choice question with multiple

correct answers is shown below.

Which two items of the following are actually fruits and not vegetables?

L Carrot

4 Tomato

L] Celery

o Strawberry
Matching

To answer a Matching Question, click the related drop-down arrow button for each
item and then select the letter that matches the correct response in the provided
list and select the Submit button. An example of a matching question is shown
below.

Match each of the following names with the description of the fruit or vegetable.

a) Carrot
b) Broccoli

c) Eggplant

A green vegetable with light clusters of green
flowers that form a head.

An orange root vegetable.

Wl @l

A purple member of the fruit nightshade family.

True or False
To answer a True or False Question, select the correct response by clicking the
appropriate radio button and selecting the Submit button.

You should answer all questions in the exam before selecting the Submit button.
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Simulations
Some Certification Exams contain simulations to assess your ability to perform key
tasks. Read the directions on the screen carefully and then click the appropriate

area. You will be provided with an Incorrect and additional directions for each
step for which you respond with an incorrect action. Correct selections will
advance you to the next step in the simulation.

In the RAPIDS example below, the user responded incorrectly to the directions
and question in the text box and has received constructive feedback.

51,2500 , . [5]
Fle Edt View Sponsor Famiy Reports | Step 42
DE ARG & B @@ B ( Youhave inserted Roger's newly printed CAC into the contact less card reader. frmaEe v
Wé@ Test: 858-88-1977 4
G S = Personnel Status & Category: [Active Duty. v
YT < Create ID Card 3] v
= (@ Personnel Re]
= (3 [Active O] Current Task: Creating an D Card Task For: | Smith, Roger John; Test: 858-88-1977 + ]
& Persd = ( ~
W per] SR (70129 :
[ 1D cof Select Cards to Create
‘Save Verification Status Encoding @] Status: @J
(Save Family
lcenerate I Card 1) Obtain Chip ID: Average: 03:04 Total: 0.00
(Get List of ID Cards to Terminste 2) Submit Request for Encoding:
Terminate Previous
Iiew Terminated 3) Customize Card for DoD: Contect Inf
'Send Terminated ID Card to DEERS
Adjust Card Dates 4) Populate Core DoD Applets: brsonal E-mail:
Primary Proof of identey §) Verify PIV Applets: bffice:
‘Secondary Proof of iiertty Fox:
Capture Biometrics 710 Certincete: X
Update ID Card Begin Date: End Date:
it Preview oo
‘Pmt 1D Card ‘Work E-mail being encoded: Jjohn@us army army mil
Print Correctly? )
Kot
;Er\cmﬂe CAC Progress Begin Date: End Date:
Encode CAC Stetus 8) E-mail Encryption Certificate:
gen:g:][z) Form 2842 in Date: End Date:
‘- Begin Date: End D
[Save ID Card
View Terminated 9) Personalizing Pi: F0TMAYIS 2009
(Terminé ate D Cord 2008WAY1S 2008
Summary 20075AY1S 2009
B et © Erore Incorrect \ N
IRe Click Encode to continue P N
nse e e
] ==
. [@hen | Next I Encode >
B oefinition | @ Eoris) | & Taskis) Sponsor Confirmation -
i‘scva!thes ’
port 443 [DEERS: 5091/5081

Figure 32 - Constructive Feedback in a Course Simulation
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Each Certification Exam simulation is scored separately. One point is given every
time you select the correct step. You are given two attempts for each action in the
task. If your second attempt is incorrect, you will be automatically advanced to the
next screen, but you will not have successfully completed the exam.

**The Pretest will allow you only one attempt; if any question is answered
incorrectly you will not be passed out of the corresponding content lesson.

Some tips on completing simulations in this exam:

e Right-clicking is not available in the simulations. If a right-click is required, a
left-click on the proper item will be scored as correct.

« When you are asked to enter a user’s Social Security Number (SSN), you
may need to select the drop down arrow, and then select SSN to set the field
for proper entry.

e You may need to scroll (up and down) in the simulation window or press the
F11 key on the workstation keyboard to see the entire simulation screen.

« Once you've completed the simulation exam task, the screen will fade to
white and you can exit the pop-up window by clicking the Close window
button (X) in the upper right corner.

Figure 33 - Window Close Button
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Completing the Certification Exam: Pretest

Some of the DMDC courses may include a pretest and/or a posttest. The pretest
provides an opportunity for experienced users to test out of some or all of the
content lessons in a course. The pretest covers the exact same material as the
posttest; however, you are only given one attempt to answer a question or simulation
correctly. For courses that have both a pretest and a posttest, you have the option
to skip the pretest and go straight to the content lessons (please reference the
section titled Skipping the Certification Exam: Pretest for instructions on how to do
this). To take the pretest, follow the instructions below.

1. Once you have launched a course, click the Start tab to begin the course and advance to
the Welcome Lesson.

RAPIDS 7 for Site Security Managers

' Start O ‘

rpo720

O Welcome
= ' certification Exam: Pretest

E Jytilizing Reports
O questions: Utilizing
Reports

= ' pmanaging Cardstock
and Consumables

O Questions:
Managing Cardstock
and Consumables
O Simulation: Change
the status of a
shipped order to
“Received"” in the ILP
O simulation: Check
cardstock in the ILP
O Simulation: Accept
cardstock in the ILP

O simulation: Open
cardstock in the ILP
O simulation: Reject
cardstock in the ILP

O Questions: User
and Site
Administration

O Pretest Summary
' dmodule 1 - tilizing Reports
O Overview of Reports

Welcome to RPD720

» Start - To begin the course, dlick the Start button in the header bar. Some courses may require a subsequent click
of the Next Lesson button in order to begin.
» Resume - If you are re-entering the course, click the Resume button to access your previous location in the course.
» Navigation - Navigation controls are generally located in the following areas:
o Top header bar - Contains the Previous Lesson, Next Lesson, Suspend Lesson, Help, and Exit Course
buttons. (Some courses may not have all of these items available on the top header bar.)
o Table of Contents Tree - Contains a listing of all lessons and exams.
o Content area - Contains the Next (or Continue) and Previous (or Back) buttons.
o Icons (Arrows) are sometimes available to navigate within a course.
» Header Bar - Use the Next Lesson button to access the next required lesson (when available).
» Pages - Use the Next (or Continue) button in the content area to access each page in the lesson.
» Outline - Use the links in the Table of Contents Tree to access an item that is active.
o In-Progress lessons and tests are indicated by half-colored circles, while full completion of lesson and tests are
indicated by a green checkmark.
o Access to some of the completed items, such as tests, might be disabled after completion of the item.
o After the completion of the course (graduation), the course content is accessible to you at anytime.
o Click the Expand/ Collapse Tree links to change the view of the Table of Contents Tree.
» Suspend - Use the Suspend Lesson button to bookmark your current progress in the course.
» Exit - Use the Exit Course button to bookmark your current location and to close the course window.
» Lesson Exit - Use the Exit button (when available) on the content menu bar, followed by the Next Lesson button on
the header bar to achieve chapter or lesson completion in certain courses. All chapters, modules and lessons must be
completed to receive certification.

Figure 34 - Course Welcome Screen
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2. Click the Next Lesson tab to advance to begin the pretest.

Em——
@ Previous Le! son NextLesson &

 Welcome =
B ‘Acertification Exam: Pretest l:| e

5 e pasics
i Welcome to RAPIDS Web-based Training for Verifying Officials

This course contains tests, RAPIDS lessons, and a course evaluation. Click Next Lesson to begin the pretest or
click here to skip the pretest and go directly to the RAPIDS lessons

O Questions: The
Basics

& Jysing the Basic
Functions of the
DEERSIRAPIDS System

O Questions: Using
the Basic Functions of
the DEERSIRAPIDS
System

f

O simulation: Log on
to a RAPIDS
workstation

O simulation: Log off

Welcome to the
of a RAPIDS

workstation Real-ime Automated
Personnel Identification System

RAPIDS

the capture of a In the RAPIDS lessons you will learn important parts of your vital role in verifying a customer's identity and issuing
ID cards to qualifying customers only. You will be able to practice key procedures with simulations of the RAPIDS

fingerprint

O simulation:
Unlock/Reset a PIl application

= ‘Jjssuing Identification

AT New users please allow 4-6 hours to complete this course

O Questions: Issuing
Identification Cards

O simulation: Check a
sponsor's verification

status 5]

Figure 35 - Course Welcome Lesson

Note: If you inadvertently begin the pretest, you can go back to the Welcome
Lesson by clicking the Welcome title in the Table of Contents. Once you’re back at
the Welcome Lesson, you will be able to click the proceeding lesson link to skip the
pretest and begin subsequent lessons. However, if you choose to skip the pretest,
you will not have the option to take it again unless you call the DSC User Helpdesk
to request a course reset.

Each question in the Certification Exam: Pretest corresponds to a lesson within the
course.

« If you answer a question in the Certification Exam: Pretest correctly, you will
not be required to study the corresponding lesson as you take the course.
These lessons will be skipped as you navigate through the course via the
Next Lesson button. However, you may study skipped lessons by clicking
the title of the lesson in the Table of Contents. Lessons that you passed in
the Certification Exam Pretest will appear with underlined titles and a green
check in the Table of Contents.

« If you answer a question in the Certification Exam: Pretest incorrectly, you
will be directed to the corresponding lesson automatically as you complete
this course. You must complete the lesson before proceeding.
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Note: If possible, please allow enough time to complete the Certification Exam:
Pretest in one sitting. The remainder of the course can be taken at your
convenience. After you have studied all the required content lessons in the course,
you will re-take any previously missed questions in the Certification Exam: Posttest.
You will not be required to take any questions or simulations you passed in the
pretest. In order to successfully complete the course, you will need to correctly
answer questions in the Certification Exam: Posttest related to those topics you did
not already answer correctly in the Certification Exam: Pretest.

Completing the Content Lessons

Click the Next Lesson button and the Next button to access each required
lesson and all the pages in that lesson. Content lessons may contain either
video clips or training simulations.

Viewing Video Clips

1. If the DMDC course uses video clips to demonstrate some step-by-step
procedures:

a) The video is viewed one step at a time and can be played, paused, or
replayed.

b) Start the playing of the first video clip by selecting the right arrow button.
c) Select the Print Version button to view and then print all steps.

12 3 4 5 P

L Print Version

Figure 36 - Video Clip Print Version Button
2. Once the video clip has started playing, additional controls are available.

a) The Closed Captioning (CC) area shows the transcript of the video
narration. Key points of the narration are shown below the video.

b) The current step of the video is highlighted with a box. Click the right
arrow button or the next step number to play the next video clip.
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c) Use the Pause, Play, and Replay buttons to control the current video clip.

|:| Release the orange ribbon cartridge by
— pushing the black lever to the right.

P |I|2345 -

\_PAUSE Il PLAY» REPLAY 9 ]

* Remove ribbon cartridge and set on printer
with shafts pointing up.
» Shafts are delicate; handle carefully.

Figure 37 - Video Clip Pause, Play, and Replay Buttons

Viewing Simulations

The course contains simulations replicating the applicable DMDC system. The
simulations are accessed by selecting the Guide Me or Let Me Try buttons.

How Do 1 Issue a New CAC?

F Completed Steps
1D card pricted

Earcade verified

CAC custamized for Dol

‘m & View Printable Steps

Figure 38 - Let Me Try and View Printable Steps Buttons

Guide Me gives you the opportunity to practice procedures in a controlled
environment. Guide Me can be used to help you prepare for the Let Me Try and
Posttest section of the courseware.

Let Me Try allows you to practice procedures in a controlled environment in the form
of assessment simulations. You can practice as many times as you would like to
learn the procedure and prepare for the test at the end of the course. The Let Me
Try simulations are the same as the simulations in the posttest, except they are not
graded.

The View Printable Steps button provides you the steps to complete the
simulation and the procedure when using the actual DMDC application. This
document can be saved to your desktop or printed for later reference.
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Completing the Certification Exam: Posttest

After you have studied all the required content lessons in the course, you will

take the Certification Exam: Posttest. If the course had a Certification Exam:
Pretest, any questions or simulations you passed in the pretest will not be tested in
the Posttest. The questions in the Pretest and Posttest are exactly the same; the
only exception with the Posttest is that you have more attempts to answer the
guestions correctly. In order to successfully complete the course, you will need

to correctly answer all questions in Certification Exam: Posttest.

When you successfully complete all of the topics in the Certification Exam, you will
receive your certification. Each DMDC application has its own certification
requirements, which should be confirmed with your supervisor. If the DMDC
application has an annual certification requirement, any user who is not
certified will be denied access to that DMDC application.

If you fail a test question five times in the posttest, you will be notified that you
have failed the test. You will then need to contact the DMDC Support Center
(DSC) User Help Desk to apply for reinstatement in the course.

1. For each required Posttest (some courses have more than one), start the test by
clicking the Take Test button.

N .

= Acertification Exam: Posttest
5 A ne Basics
© Questions: The

Basics

Questions: The Basics

FE] f“smgf’t';‘e Basic > Please click 'Take Test' button to start Test.
PEERS RIS Systom » Please complete the Test.
O Questions: Using (Attempt=1/5)

the Basic Functions of
the DEERS/RAPIDS
System

O Simulation: Log on
to the RAPIDS
workstation

O Simulation: Log off
the RAPIDS
workstation

O Simulation:
OpeniClose a family
record in DEERS

O Simulation: Skip
the verification of an

existing fingerprint
O Simulation: Skip
the capture ofa

fingerprint
O simulation:
UnlockiReset a PIN
g JIssuing Identification
Cards

O Questions: Issuing
Identification Cards
O simulation: Check
a Sponsor's
verification status

O Simulation: Add an =

Figure 39 - Certification Exam: Posttest Test Launch Page
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As in the Certification Exam: Pretest, there are five types of questions in the
Certification Exam: Posttest:

« Multiple Choice (single answer)

e Multiple Choice (more than one answer)
e Matching

e True or False

« Simulations

2. When you have completed a test containing question sets (those with Multiple
Choice, Matching, and True or False questions), click Submit to submit your
answers. When completing a test with a Simulation question, close the
simulation window to submit your answers.

After you submit your answers to a test, the test results will be shown.

RAPIDS 7 Basics for Verifying Officials and Site Security Managers

You have answered one or more questions on this test incorrectly. You must answer 100 % of the

= Nysing the Basic questions correctly to pass the test.
Functions of the

DEERS/RAPIDS System
O Questions: Using

the Basic Functions of B
the DEERS/RAPIDS Click here to access the test again.

System

You are encouraged to review the Remediation Links before proceeding to the next attempt.

O simulation: Log on
to the RAPIDS
workstation

! . > Click 'View Test' to review the test taken.
O simulation: Log off

QPrevious Lesson Next Lesson & Suspend @ Help © Exit Course @
Basics ]

the RAPIDS » Click 'Next Lesson' to retake the test.

workstation » If you missed one or more questions, please take the test again by clicking the exam in the left frame.
' . P If you have answered all the questions correctly, click "Next Lesson" at the top of the screen.

O simulation:

OpeniClose a family Student Name:

record in DEERS ~ e

O simulation: Skip Sechion e 001 -

the verification of an Enrolled Date: 09/29/2011 Remaining Days: 235 days

existing fingerprint

O simulation: Ski 3 %

e et e Results of Questions: The Basics

tgerarnt (Attempt 10f 5) Correct=3/7 Cumulative= 42.86 View Test

O simulation:

Unlock/Reset a PIN

O Questions: Issuing |2. Unauthorized use of DoD hardware and software may result in all of the following

Identification Cards EXCEPT:
O simulation: Check
o 4. Which of the following is NOT a SVO responsibility?

verification status

O simulation: Add an
overseas conditon to
a civil service
member who goes 5] 7. The DEERS/RAPIDS infrastructure can track, store, and update a Uniformed Service
nnnnnnnnnnnnnnnn I R : an AR c : :

SRS

|6. While encoding certificates on a new CAC, you persistently receive an encoding
|error. After numerous attempts troubleshoot the process, you are still having trouble with
the encoding process. Where should you go for help?

R AP RN S e AR S AR A R AN T RN

Figure 40 - Certification Exam: Posttest Test Results Page

If you missed one or more questions on the test, the questions you missed will be
displayed in a table at the bottom of the test results page.

B JIssuing Identification Questions missed Remediation |Remediation
Cards Links Accessed
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3. To view the results from the test, select the View Test link.

You have answered one or more questions on this test incorrectly. You must answer 100 % of the
questions correctly to pass the test.

You are encouraged to review the Remediation Links before proceeding to the next attempt.

Click here to access the test again.

¥ Click 'View Test' to review the test taken.
¥ Click 'Mext Lesson' to retake the test.

¥ If you missed one or more guestions, please take the test again by clicking the exam in the left frame.
¥ If you have answered all the questions correctly, click "Next Lesson" at the top of the screen.

Student Name:
Section Number: 001
Enrolled Date: 09/29/2011 Remaining Days: 235 days

Results of Questions: The Basics

(Attempt 1 of 3) Correct=3/7 Cumulative= 42.86 = View Test

Questions missed Remediation |Remediation
Links Accessed

2. Unauthorized use of DoD hardware and software may result in all of the following

EXCEPT:

4. Which of the following is NOT a SVO responsibility?

6. While encoding certificates on a new CAC, you persistently receive an encoding

error. After numerous attempts troubleshoot the process, you are still having trouble with
the encoding process. Where should you go for help?

Figure 41 - Certification Exam: Posttest View Test

a) When you select the View Test link, the questions and responses for the
test you just completed will be displayed. A Red X indicates an incorrect

response, and a Green Check indicates a correct response. Select the
Back to Status Page link to resume your test.
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RAPIDS 7 Basics for Verifying Officials and Site Security Managersjy “*

\

© Previous Lesson NextLesson @ Suspend Lesson @

Exit Course @ .

e

10 Questions: Using the Ba[~]

og on to the
: Log off the Ry

" Tool Bar

B issuing Identification Card " Icon Bar
O ouestions: Issuing Identi
: Check a Spor * Information Viewer
dd an overs
: Issue a CAC1
pdate a CAC

: Check if a cer

" Menu Bar

sue a Teslin

2) Which section of RAPIDS 7 shows the status of a sponsor and any beneficial

R7_V0_0203_obj3-1] [Remediation Accessed :N]

: Manually tern

E dscenarios

O Questions: Scenarios

pdate a Spol I Long nails
uspend ben

I Finger moistened with alcohol

Clean finger (correct)
Finger properly placed on the reader (correct)|

Retire a Spon
: Demonstrate,
: Extend Active
: Deactivate a

" 3) To capture a good fingerprint, what does your customer need? Select TWO.

: Add a depen
: Update a new)
dd a foreign|
: Change the s Accessed :N]
: Update a child
: Update a Spol

: lssue a tempE

" Go to another workstation and make another attempt

o reset her PIN (correct)

] " Racat tha warketatian and tnu anain

4) Tina, a ¥0, has locked her PIN. What should she do? [R7_VO 0205 obj5-1] [Remediation

Figure 42 - Certification Exam: Posttest View Test Page

b) When you select a Remediation link, the instruction associated with the test
guestion will appear in a new window. Use the instruction to study the topic

further before re-taking the test.

" Sggurity Managers

RAPIDS 7 Basics for Ve ng Officials and

r'aittps:/llearningﬂ‘dmdciysd.miI{htrnI/teslgngineﬂgstgeqeygtjun/testireimediiiiuinﬁpage..7

Pi A - —s oo e =
CBETOANE Return to Test Results Page
o
of |
o ’
O Objectives
(o]
odl Welcome to using basic functions of the
a8y, DEERS/RAPIDS system. exam
O in this module, you will learn some basic of the
o huilding hlocks of RAPIDS proficiency.
O  For example, how to log on/off the
o RAPIDS workstation, navigate within
O RrAPIDS, openiciose a family record,
©4  save changes to DEERS, lock and
O unlock a warkstation, reset/unlock a
\O personal identification number (PIN) and
E'3sd  take good quality fingerprints.
o e
o]
o
o
o ™
O4 &) pone S ® Internet
(w1
Zl [X] | |with its description. Each item should be 11 ]
&) Applet AP1_1484_11 started al S Internet

Figure 43 - Course Remediation Pop-up
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4. To take a test again,

click the link to the exam in the Table of Contents on the left

side of the page. Icons will indicate your test results. Tests that you already
passed in the Certification Exam: Pretest, for example, will be marked with a
green check mark inside a circle.

Suspend @

© Questions: The

Basics

=5 Using the Basic
Functions of the
DEERS/RAPIDS System

O Questions: Using
the Basic Functions of
the DEERS/RAPIDS
System

O Simulation: Log on
to the RAPIDS
workstation

O simulation: Log off
the RAPIDS
workstation

O simulation:
Open/Close a family
record in DEERS

O Simulation: Skip
the verification of an
existing fingerprint
O Simulation: Skip
the capture of a
fingerprint

O simulation:
Unlock/Reset a PIN

23 Issuing Identification
Cards
O Questions: Issuing
Identification Cards

O simulation: Check
a Sponsor's
verification status

O simulation: Add an
overseas conditon to
a civil service
member who goes

You have answered one or more questions on this test incorrectly. You must answer 100 % of the
questions correctly to pass the test.

You are encouraged to review the Remediation Links before proceeding to the next attempt.

Click here to access the test again.

» Click 'View Test' to review the test taken.
» Click 'Next Lesson' to retake the test.
» If you missed one or more questions, please take the test again by clicking the exam in the left frame.
P If you have answered all the questions correctly, click "Next Lesson" at the top of the screen.
Student Name:
Section Number: 001
Enrolled Date: 09/29/2011 Remaining Days: 235 days

Results of Questions: The Basics

|:| (Attempt 1 of 5) Correct=3/7 Cumulative= 42.86 View Test

|2. Unauthorized use of DoD hardware and software may result in all of the following
|EXCEPT:
|4. Which of the following is NOT a SVO responsibility?

|6. While encoding certificates on a new CAC, you persi ly receive an ding
|error. After numerous attempts troubleshoot the process, you are still having trouble with
|the encoding process. Where should you go for help?

Questions missed Remediation |Remediation
Links Accessed

I

= |7. The DEERS/RAPIDS infrastructure can track, store, and update a Uniformed Service =
nuaresas far mare lmamhar's data in ardar ta iccun IN rarde Which af tha fallnuinn ara eritical alamants of
Figure 44 - Certification Exam: Posttest Test Link
5. Once you have answered all the questions on the test correctly, select the
Next Lesson button to proceed to the next test in the Certification Exam:
Posttest.
RAPIDS 7 Basics for Verifvina
QPrevious Lesson Next Lesson . Suspend (o] Help ©
@ Questio, = =
Bosies You have answered a sufficient number of questions on this test correctly to pass the test. Click 'View
FE' stingfﬁ:;e Basic Test' to review the test taken. Please click 'Next Lesson' to continue.
DEERS/RAPIDS System
O Questions: Using
the Basic Functions of ¥ Click 'View Test' to review the test taken.
the DEERS/RAPIDS
system Student Name:
O simulation: Log on Section Number: 001
lotne RARDS Enrolled Date: 09/29/2011 Remaining Days: 235 days
O Simulation: Log off
the gatis Results of Questions: The Basics
workstation
O Simulation: (Attempt 4 of 5) Correct=1/1 Cumulative= 100.0  View Test
OpeniClose a family
record in DEERS
O Simulation: Skip
the verification of an
existing fingerprint
Figure 45 - Certification Exam: Posttest Next Lesson Button
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Note: If you fail a test question five times in the posttest, you will be notified that
you have failed the test. You will need to contact the DSC User Help Desk to apply

for reinstatement in the course.

If you receive a message indicating that you can no longer take an exam or
simulation, contact the DSC User Help Desk and indicate that you have failed an
exam question and would like to apply to be reinstated in the course.

RAPIDS 7 Basics for Verifying Oﬁ'u:i? and

© Previous Lesson Next Lesson ©

Help © o

Suspend Lesson &

“Exit Course @

% Questions: Using the Ba{=]
O Simulation: Log on to the
O simulation: Log off the R/
O simulation: Open/Close a
O simulation: Skip the verif
O Simulation: Skip the capti
O simulation: Unlock Reset

O Questions: Issuing Identi
O sSimulation: Check a Spor
O Simulation: Add an overs.
O simulation: Issue a CAC 1
: Update a CAC
O simulation: Check if a cer

O simulation: Issue a Teslit
O simulation: Manually tern

El ' Jscenarios

O Questions: Scenarios

: Extend Active

ion: Deactivate a €
jation: Add a depend =]

You can no longer take this exam.

You may have received this message because:

»You have not successfully completed this exam within the

allowed attempts.

»You exited the exam without completing all questions or

steps.

Please select Next Lesson to continue.

&] Applet APT_1484_11 started

S  Internet

Figure 46 - Certification Exam: Course Failure Page

When you pass the test(s) successfully, you will receive a notification that you
have successfully completed the course.

Note: If you are unable to see all the simulation on your screen, you can adjust
your screen resolution within Internet Explorer by pressing the F11 key to resize
your screen image.
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New Application Operators

The Pretest was included in certain annual certification courses to allow recertifying
users an opportunity to test out of some or all of the content lessons in a course.
For users who have never completed a course, it is recommended that you skip the
pretest so you can learn the material prior to being tested on it.

Skipping the Certification Exam: Pretest
1. Once you have launched a course, click the Start tab to begin the course and
advance to the Welcome Lesson.

2. Click the link prompting you to skip the pretest and go directly to the
RAPIDS lessons.

RAPIDS 7 Basics for Verifying Officials and Site Security Manage@ -

© Previous Lesson NextLesson & Suspend Lesson @ ExitCourse @ * Hide TOC

« Welcome = =
E Jcertification Exam: Pretest I:I -

& Dhe Basics
Welcome to RAPIDS Web-based Training for Verifying Officials

O Questions: The
Basics
g JU — 1S COUrse CONtins 1ests, RAPIUS [eSs0NSs. anda a course evaluaduun- plick Next Lesson to begin the pretest or
1" Ausing the Basic .
Functions 3,‘,,2 click here to skip the pretest and go directly to the RAPIDS lessons
DEERS/RAPIDS System
O Questions: Using

the Basic Functions of [
the DEERS/RAPIDS
System
O simulation: Log on
—at

to a RAPIDS
workstation

O simulation: Log off
of a RAPIDS

Welcome to the

workstation Real-time Automated
) Personnel Identification System
Open/Close a family RAPIDS

record in DEERS

O simulation: Skip

the verification of an

existing fingerprint

O simulation: Skip

‘r"e copiiee ofa In the RAPIDS lessons you will learn important parts of your vital role in verifying a customer's identity and issuing

ingerprin : < e

Ogs pl 2 ID cards to qualifying customers only. You will be able to practice key procedures with simulations of the RAPIDS
imulation:

UnlockiReset a PIN application

B ‘Jssuing Identification

e New users please allow 4-6 hours to complete this course

O Questions: Issuing
Identification Cards

O simulation: Check a
sponsor's verification

status
=

Figure 47 - Course Welcome Lesson

Note: If you inadvertently skip the pretest, you will not have the option to take it
again unless you call the DSC User Helpdesk to request a course reset.

Completing the Content Lessons
Please see the previous section titled Completing the Content Lessons.

Completing the Certification Exam: Posttest

Please see the previous section titled Completing the Certification Exam:
Posttest.
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Experienced Application Operators

The Pretest was included in certain annual certification courses to allow recertifying
users an opportunity to test out of some or all of the content lessons in a course. For
users who have completed certification courses in the past, you may want to
consider taking the pretest so that you don’t have to spend as much time reviewing
the content lessons.

Taking the Certification Exam: Pretest

1. Once you have launched a course, click the Start tab to begin the course and
advance to the Welcome Lesson.

= Jgpp720
Owelcome Welcome to RPD720
& Jcertification Exam: Pretest RAPIDS 7 for Site Security Managers

= Jytilizing Reports

g::::"m’: liitzing » Start - To begin the course, dick the Start button in the header bar. Some courses may require a subsequent click
of the Next Lesson button in order to begin.
& I managing Cardstock » Resume - If you are re-entering the course, click the Resume button to access your previous location in the course.
and Consumables * Navigation - Navigation controls are generally located in the following areas:
O Questions: o Top header bar - Contains the Previous Lesson, Next Lesson, Suspend Lesson, Help, and Exit Course
Managing Cardstock buttons. (Some courses may not have all of these items available on the top header bar.)
and Consumables o Table of Contents Tree - Contains a listing of all lessons and exams.
O M i 5 Content area - Contains the Next (or Continue) and Previous (or Back) buttons.
the status of a o Icons (Arrows) are sometimes available to navigate within a course.
shipped order to » Header Bar - Use the Next Lesson button to access the next required lesson (when available).
“Received” in the ILP » Pages - Use the Next (or Continue) button in the content area to access each page in the lesson.
O simulation: Check » Outline - Use the links in the Table of Contents Tree to access an item that is active.
cardstock in the ILP o In-Progress lessons and tests are indicated by half-colored circles, while full completion of lesson and tests are
O Simulation: Accept indicated by a green checkmark.
cardstock in the ILP o Access to some of the completed items, such as tests, might be disabled after completion of the item.
Ot oo o After the completion of the course (graduation), the course content is accessible to you at anytime.
ik R R P 5 Click the Expand/ Collapse Tree links to change the view of the Table of Contents Tree.
Os . » Suspend - Use the Suspend Lesson button to bookmark your current progress in the course.
O simulation: Reject P %
cardstockin the ILP Exit - Use the Exit Course button to bookmark your current location and to close the course window.
» Lesson Exit - Use the Exit button (when available) on the content menu bar, followed by the Next Lesson button on
= Juser and site the header bar to achieve chapter or lesson completion in certain courses. All chapters, modules and lessons must be
Administration completed to receive certification.

O Questions: User
and Site

Administration
O Pretest Summary
E A module 1 - Utilizing Reports
O Overview of Reports =

Figure 48 - Course Welcome Screen
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2. Click the Next Lesson tab to advance to the pretest.

@ Previous Les| on Next Lesson &
¢ Welcome 5] 2
Bl N certfication PR H A —

'3 he Basics
g Welcome to RAPIDS Web-based Training for Verifying Officials

O Questions: The
This course contains tests, RAPIDS lessons, and a course evaluation. Click Next Lesson to begin the pretest or

B QAysing the Basic

Functions of the click here to skip the pretest and go directly to the RAPIDS lessons
DEERSIRAPIDS System

O Questions: Using

the Basic Functions of b

the DEERSIRAPIDS

System

O simulation: Log on B

toa RAPIDS

workstation

O simulation: Log off
of a RAPIDS

Welcome to the

workstation Real-time Automated
O s Personnel Identification System
Cpenicions afariiy RAPIDS

record in DEERS

O simulation: Skip
the verification of an
existing fingerprint

O simulation: Skip

‘r“e C‘D"f":‘- ofa In the RAPIDS lessons you will learn important parts of your vital role in verifying a customer’s identity and issuing

gg:mr:"' ID cards to qualifying customers only. You will be able to practice key procedures with simulations of the RAPIDS
imulation:

UnlockiReset a PIN application

&, 2 e
cms'““‘"g Mentification New users please allow 4-6 hours to complete this course

Figure 49 - Course Welcome Lesson

Note: If you inadvertently begin the pretest, you can go back to the Welcome Lesson
by clicking the Welcome title in the TOC. Once you're back at the Welcome Lesson,
you will be able to click a link to the skip the pretest. However, if you choose to skip

the pretest, you will not have the option to take it again unless you call the DSC User
Helpdesk to request a course reset.

For additional information on the pretest, please see the previous section titled
Completing the Certification Exam: Pretest.

Completing the Content Lessons
Please see the previous section titled Completing the Content Lessons.

Completing the Certification Exam: Posttest

Please see the previous section titled Completing the Certification Exam:
Posttest.
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Referencing Completed Courses using the DMDC.
Learning Site

As a DMDC application user, you can review material from a course you’ve
completed at any time. To access your completed courses, use the instructions
below:

1. Log into the DMDC Learning site. For instructions on how to log into the site,
reference the section titled Accessing the DMDC Learning Site.

2. Once the site loads, in the My Training gadget, click the “Open My Training
History” link.

(8]

NO new announcements

Shown Delow are all 16amMINGYAINING SCHVBES In Which you are currently
enolled, waltisted, or awalting appeoval of gnroliment request Click on the
Bulton 10 launch the Course. You may aiso click the Tise for Course
Information. Please maumize his gadge! for more options related to

(CLCs) Ceorufication

"Enrolied

\ There is no data to be Gisplayed ]

v 0

Y 4
. =

Figure 50 — Student Homepage
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3. Under the WS_My Training History tab, select either the Show Continuous
Learning Courses (CLCs) or the Show Certifications views to display the
appropriate courses.

[ corscao.
Shown below are all learning/training activities in which you have been enrolled in the past. If available, you may click on the Course ID to view the Course in browse
-only mode. You may also click on the Title for Course Information. Courses that are launched from this workspace will be a preview of the course
previously taken and credit will not be given. If re.certification or credit is desired, please re-enroll in the latest version of the course through Course
Catalog.
%! Show Continuous Learning Courses (CLCs) © Show Certification 2
@
Passed Al
Resuts per Page: 10|
prefix x| = =
Course ID Title Primary Instructor Mode Passed Date Certificate
- . 0 ® ®
Web Enabled - Public 1012072009 A
Web Enabled - Public 10/22/2009 n
I P Web Enabled - Public 11/19/2009 R
p Web Enabled - Public 12/2/2009 n
Web Enabled 711412010 n
Web Enabled 711412010 F -
Web Enabled 872012010 n
Web Enabled 9/28/2009 n
cLc 10/42010 -
cLe 1012672009 o

Figure 51 — My Training History Homepage: Completed Courses
4. Click the course title you want to review (ex. RPD 710).

5. After the course has successfully reloaded, click the lesson tab in the Table of
Contents (TOC) that you wish to review.

/2 https:/ /learning3.dmdc.osd.mil/html/scorm2004/course /Course_main.jsp - Microsoft Internet Explorer

O simulation: Add a
Foreign Affiliate to

= RAPIDS Training Course ® Back 14 or 26 Next @

DEERS
O simulation: Retire a
DoD Civil Service i
oo Safeguarding CACs
O Pretest Summary As a RAPIDS operator, you are responsible for safeguarding CACs by keeping them locked in a secure drawer,
5 Ipmodule 1 - The Basics cabinet, or safe at your site until they are returmned to the DSC for destruction. DO NOT destroy, shred, or cut
@ Whatis CACs. DMDC requires that 100% of all CACs are accounted for and should be terminated in RAPIDS prior to
DEERS/RAPIDS? forwarding for final destruction to the DMDC Support Center at the following address:

@ What is the Personnel

Identity Protection (PIP)

Pragram? DMDC Support Center
© How Do I Protect 1600 North Beauregard Street, Suite 100
Privacy Act and P ity i

T R e =i L SE=nta Alexandria, VA 22311

(e1)?

@ What are the User

Roles?

@ Where Do I Go for
Additional Help Resources?
= Jmodule 2 - Using the Basic
Functions of the DEERS/RAPIDS
System
+ How Do I Log On/Off
and Lock/Unlock a RAPIDS
Workstation?
@ How Do I Open/Close a
Family Record and Save
Changes to DEERS?
O How Do I Navigate
Through RAPIDS?
@ What s the Process for
Capturing and Verifying a
Fingerprint?
@ How Do I Unlock/Reset
apIN?
B Narndia 2 tecrinn =

€] one T 8@ mstedstes

Figure 52 — Homepage Reviewing Lessonsin Completed Courses
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Note: Once a course has been completed, the Pretest and Posttest are no longer available
for you to take. Additionally, the standard navigation tabs (i.e. Start, Resume, and Next
Lesson) are no longer available. In order to navigate a completed course, you must click on a
course lesson (underlined text) in the TOC. Once you get to the end of a lesson, you will have
to click on another lesson in the TOC. You will have to repeat this process for every lesson

you wish to review.

Saving a Copy of Your Course Completion Notice using the

DMDC Learning Site

1. Click Exit Course within the course window to return to the Student Homepage.

2. Log out of the DMDC Learning Site and Log back into the site.

3. Click the My Atlas tab

4. Click Open My Training History link under My Training gadget.

5. Click on the All tab.

6. Click the Certificate icon link next to the course to view the notice.

s Y Corsocaon | w5 o
o

Shown below are all leaming/training activities in which you ha/e&‘gemolled in the past. If available, you may click on the Course ID to view the Course in browse
-only mode. You may also click on the Title for Course Information. Courses that are launched from this workspace will be a preview of the course
previously taken and credit will not be given. If re-certification or credit is desired, please re-enroll in the latest version of the course through Course

Catalog.
%! Show ¢ \earning Courses (CLCs) © Show Certification 2
4 ®
Passed ‘\
Results Per Page: 10 ¥|
prefuj ﬂ ﬂ \
CourselD  Title Primary Instructor Mode Passed Date
¥ s ® ) s

DLFT Web Enabled - Public 10/20/2009 D
DLFT Web Enabled - Public 10/22/12009 .n -

Web Enabled - Public 11/19/2009 -

Web Enabled - Public 121212009 o

Web Enabled 7/14/2010 n

Web Enabled 711412010 n

Web Enabled 8/20/2010 o

Web Enabled 9/28/2009 n

cLe 10/412010 o

cLe 1012612009 n

Figure 53 — Student Homepage: Save Course Completion Notice
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Note: If you cannot view your course completion notice, you may have a pop-up
blocker enabled on your workstation. Reference the section titled Verifying Your
Workstation Settings: Pop-up Blocker for instructions on how to disable your
browsers pop-up blocker.

7. Click the Save icon to save a copy of the PDF file to your computer or another
location.

73 https:/ [learning4.dmdc.osd.mil /certificate/serviet/GeneratePdf = M o [m] Y
Fle Edt GoTo Favorites Help | &

( \_J Back '~.J - \ﬂ \EL] b’ /:"’ Search | Links | & Snaglt @ '
Address Ié:] htu:s:/ﬂearning4.dmdc.osd.miI/cerﬁﬁcate/servH Go %Convert v E_ﬁSelect

=8 [T [k ) & | ® ® [B7% -

Defense Manpower Data Center

This certifies that

General User

has successfully completed

01 DBIDS Overview
05/28/2009

[— l— [_ l— [E |unknown Zone 4

Figure 54 — Saving a Course Completion Notice
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Printing a Copy of Your Course Completion Notice using the
DMDC Learning Site

1. Click Exit Course within the course window to return to the Student Homepage.

2. Log out of the DMDC Learning Site and Log back into the site.

3. Click the My Atlas tab

4. Click on All tab

5. Navigate as needed through completed certification courses using the << and >> buttons
at the bottom of the page.

6. Click the Certificate icon link next to the course to view the notice.

Course Catalog WS_ My Training History =
U Profile Show/Hide Gadgets

Shown below are all learning/training activities in which you have been enrolled in the past. If available. you may click on the Course ID to view the Course in browse-
only mode. You may also click on the Title for Course Information. Courses that are launched from this workspace will be a preview of the course previously
taken and credit will not be given. If re-certification or credit is desired, please re-enroll in the latest version of the course through the Course Catalog.

" Show Continuous Learning Courses (CLCs) * Show Certification 2
- @ g
Passet | All
D & J Resuts per Page: | 19 %]
prefix [~ (=] [~]
Course ID Title Primary Instructor Status Status Date Certificate
Cerified RAPIDS 7 Verifying Official, Deployable Site Successful Completed n 6
PD 710 R ics for Werifving Officials and Site Securit DMDC LEARNING HELP Passed | 3/4/2011 [ f-
PD Passed | 212712012 “n
RPD 705 DMOC LEARNING HELP Passed | 3/4/20711 =3
RPD 705 Car ce Polic R Passed | 2/27/2012 =3
PD Getl tation Passed | 2/28/2012 n
40 tation gsed | 3/3/2011 B
RPD 701 Introduction to R S 7 We ased Training 5 31372011 n
E i

Figure 55 — Student Homepage: Print Course Completion Notice

Note: To sort certificates by date and any other category (column), click on the
arrows next to the column heading so that you get the course sorted by the desired
field.
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7. Click the Printer icon to print a copy of the PDF file with your default printer.

=10 x|

#J https:/ /learning4.dmdc.osd.mil/certificate/serviet/Gener atef
File Edit GoTo Favorites Help ‘ 'o'f

Qe - © - %] (2] Tu| O seaen > Links | @ snactt B 1
Address I@j https://Iearning4.dmdc.osd.mil/certjﬁcate/seerl Go %Convert v @Select

HHQ I_l—/l Th \‘_"/ "}g\.s).gﬁm_%,
: &j Collaborate ~ / Sign ~ fﬁ' ‘::j

Defense Manpower Data Center
This certifies that
General User
has successfully completed

01 DBIDS Overview
051282009

l_ [— l_ [_ IE,— [Unknown ;one 4

Figure 56 — Printing a Course Completion Notice

I.EI Done

Note: If you cannot view your course completion notice, you may have a pop-up
blocker enabled on your workstation. Reference the section titled Verifying Your
Workstation Settings: Pop-up Blocker for instructions on how to disable your
browsers pop-up blocker.
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Printing a Transcript of all Certification Courses
DMDC Learning Site

1. Click Exit Course within the course window to return to the Student Homepage

| 2. Log out of the DMDC Learning Site and Log back into the site I

3. Click the My Atlas tab

4. Click Open My Training History link under My Training gadget.
5. Click on “Transcript” on the right side of the page

6. The user’s Online Training Transcript will appear in a separate window.

~

" Course Catalog || WS_ My Training Hist 3

B 1y Profile Show/Hide Gadgets

Shown below are all learning/training activities in which you have been enrolled in the past. If available, you may click on the Course ID to view the Course in browse-
only mode. You may also click on the Title for Course Information. Courses that are launched from this workspace will be a preview of the course previously
taken and credit will not be given. If re-certification or credit is desired, please re-enroll in the latest version of the course throgy he Course Catalog.

" Show Continuous Learning Courses (CLCs) ™ Show Certification 4 o
@ Transcrig
Passed All -

Results Per Page: | 10 [=]
prefix El EI

[«

Course ID Title Primary Instructor Status Status Date

" . = Certificate
Certified RAPIDS 7 Verifying Official, Deployable Site Successful Completed n
RPD 710 RAPIDS ¥ Basics for Verifving Officials and Site Security | DMDC L EARNING HELP Passed 31412011 =8
Managers DESK
RPD 701 Intreduction to RAPIDS 7 Web-based Training Passed |2/27/2012 =3
RPD 705 Card lssuance Policy for RAPIDS Users DMDC LEARNING HELP Passed 31412011 n
DESK
RPD 705 Card Issuance Policy for RAPIDS Users Passed 212712012 B
RPD 740 Getting Familiar With the RAPIDS Deplovable Workstation Passed 2/28/2012 n
RPD 740 Getting Familiar With the RAPIDS Deplovable Workstation Passed | 3/3/2011 -8
RPD 701 Intreducticn to RAPIDS ¥ Web based Training Passed 34312011 =%
P 5 nn

Figure 57 — My Training History Homepage: Transcript
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7. The user’s Online Training Transcript will appear in a separate window.

(7 )
q !} SERVING THOSE WHO SERVE OUR COUNTRY

ONLINE TRAINING TRANSCRIPT

STUDENT NAME: Ayana Christie GENERATED: 08/07/2012 at 12:36:44 PM
ORGANIZATION:

Course # Course Name Status Status Date
RPD Getting Familiar With the RAPIDS Desktop Passed 2011-12-19

730 Workstation

RPD RAPIDS 7 Basics for Verifying Officials and Site Passed 2011-12-19

710 Security Managers

RPD Card Issuance Policy for RAPIDS Users Passed 2011-12-19

705

RPD Introduction to RAPIDS 7 Web-based Training Passed 2011-12-19

701

Figure 58 — Online Training Transcript

Note: The 150-Day Rule allows the VO to retain credit for training courses completed if the role
change from VO to SSM is processed within 150 days of the VO's current certification date.
This streamlined rule requires the VO to only complete the additional SSM training course for
annual certification. This rule applies as long as the courses completed are for the same
RAPIDS courseware version. If a RAPIDS training version is updated or the VO is nominated
for the SSM role greater than 150 days from their current certification date, the VO must retake
all of the required certification training courses. The VO can elect to complete the pre-test to
demonstrate their application and process knowledge to minimize the overall training
timeframe.

Getting Support from the DSC User Help Desk

For issues concerning DMDC Learning, please contact the DMDC Support
Center (DSC) User Help Desk at:

1-800-372-7437 (CONUS)
DSN: 435-9000 (CONUS)

DSN: 312-435-9000 (OCONUS)
Hours: 24 x 7 X 365
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